ELECTI ON I NSPECTORG6S GUI DE
FOR
ELECTRONIC POLL BOOK

City of Livonia

Set-up

1.

Pull the laptop out of the case. Position the computer near an electrical outlet. Plug
in to surge protector, plug surge protector into wall and turn surge protector on.
Keep the power cord plugged in throughout the day to maintain a 100% charged
battery in case of a power failure.

Insert the flash drive into the USB port in the computer (left side). It will remain
plugged into the computer throughout Election Day. Plug in mouse and card reader
to USB ports in the computer (right side) TURN COMPUTER ON.

This is what your desktop will look like:

L

Recycle Bir

I

tion: epb (C:\Program Files (386)\MDoS\Electronic Poll Book)

If the flash drive window does not automatically appear on the screen (pictured on the

next page),got o ASTARTO then to ACOMPUTRERMpwrt edoub

Shor t onuhe ®esktop. The f | ash dr PublecZones(F:) Dauble tliekd
on the flash drive to open the folder.

£

Computer Shortcut Icon:

Computer -
Shortcut

fi



Login to the encrypted flash driveds Pr

The encrypted flash drive is a vital component of the EPB software program. The encrypted flash
drive is a password protected file storage device. It keeps voter data protected, the backup file
stored, and saves all of the work you have done on election day for the Clerk to use to update
voter history and create precinct reports. When saving files, make sure the Privacy Zone is open
and those files are being saved to the encrypted flash drive. Refer to this page throughout the
day if unsure if the Privacy Zone is open or not.

= AutoPlay [ — &]
PublicZone (F) ‘
~7 = [ B )
General options \.:/'\.JI |- v Compu.. » PublicZone () - |4¢| Search PublicZone (F. 2|
o Cpen fc?lder to \iiew files =
N Organize + Share with « Burn New folder =~ [ @
View more AutoPlay options in v F = e Mame : Date modified Type Size
- Favorites
b Bl Desktop el"‘ V-5afel00 3/16/2010 6:28 PM Application 1,688 KB
4 Downloads
= Recent Places
_To log into the Privacy Zone, o [y 100 Login )
insert the encrypted flash w74l Libraries
drive into a USB port and: % Documents =
.J”- Music Password: m
1.  The AutoPlay window &= Pictures 3 EESEEE
will pop up after the B videos
flash drive has been
inserted into the USB 1% Computer
port. Double click on &, Local Disk (C3) . J
Open folder to view files. = RECOVERY (D)
2. Double click on V- e PublicZone (F:)
Safel00. ] < = L
3. Enter your password. ) 1item
4. Click OK. -

Password is: Liv****** (to be determined each election

Once you enter the PrivacyZone and your computer stays running, you should not
have to enter it again. If your computer shuts down for any reason and you have to
log on again, follow the same steps and enter the password before saving.



You should see ay e | [faderoiriithe PrivacyZone created by the clerk prior to the
election. Everything saved during the course of Election Day should be saved to this
folder by highlighting the folder and clicking on the Open button and then Save. (or
double click on it to open the folder)

g_ ! v| » Computer » PrivacyZone () » =
Organize « Share with + Burn Mew folder 4= - E:l i@l
-

‘¢ Favorites Name Date modified Type Size
o= P > . Precinct for Training 2011 7/5/2011 11:01 AM  File folder
4 Downloads E‘ Logout Privacy Zone 7/5/201111:20 AM  Shortcut 1KB
=l Recent Places

4 Libraries
3 Documents
JT Music
[=| Pictures
E Videos

1M Computer

£ Local Disk (C3)
4 RECOVERY (D)

a PrivacyZone (F)
—

= Precinct for Trainii

ei_i MNetwark

2 items

** Minimize (top right of screen) this window for the day by clicking the small horizontal
line at the top right of the screen. You can then maximize it if you need to later.

Log-In

4. From t he cnaimgeskitop,rd@ukle click on the Electronic Poll Book icon.

=

Electranic Pall

Book:

5. Enter the Encryption Password and click on the Enter button. (see next page)

The inspector operating the EPB computer must enter his/her specific user name

and password as or ovi ded by Entdrnleuttof.l er k 6 s

Remember, passwords are located in your envelope with the Flash Drive.

of f i



Login

Pleage enferthe encryplion password selected when
1 thiz zoftware was sefup:
Encryption Password: [ Enter

Please anfar a Usarnaime and password fo fogin:
2 User Name: TRUSCOTT

User Password: |““*****“*| Enter

Mote: Thig application shuts down automatically after four unsuccessiul login attermpts.

Shutdowvn

=

=

You will now see the main screen.

6. Verify that the election date, election type, the name of the jurisdiction and the
precinct number are accurately displayed at the top of the screen.

|5 QVF Electionic Polibook

e

Ele Edt Reports SysAdmin Help

P Election: 5772013 - MAY CONSOLIDATED - LIVOMIA CITY - LIVOMIA PUBLIC S Precinct: 000034
Voter Search Voter Details
DLN/Name: | Name:  ABRAHAMIAN, OLIVIA RAE DOB: 411111989
This Precinctlother ‘Unl|5ted ] Address: 194711 HARDY ST Precinct: 00003A
These voters are located within the selacted inner precinct LIVONIA MI 48152 Ballot Style: 00007
vem—— o0B — Gender: F
oter Name
=l ] B Reg.Date:  10/24/2007
4 Abrahamian, Olivia Rae 4r11ess. E"""}? . v:égsl;;mggmm Efngeg Date: 11/23/2007
? Abrahamian, Sandra Ann 11/18/1964 O At PEMARALE R

Run the initial back up and save to flash drive.

4

List of Voters

1

#  Assigned To

Balot



IMMEDIATELY NOTIFY THE CLERK OF ANY PROBLEMS!

The encrypted flash drive must stay plugged into the laptop all day. Throughout the day

a Backup will be performed to save voters that have been processed. This ensures the

data will not be lost if there is a hardware failure. Pay attentiontoyourlaptop 6s set ti ng
when performing the initial Backup. Which letter your encrypted flash drive is labeled is

dependent on the laptop being used (see #4).

1m Edit Reports Sys Admin Hel|
Un-issued Defective Ballots F3

Remarks F4
Save History
2 Backup
Restore
Options Backup @
Print Setup m:_
Close
To Backup the EPB: Loget
p . Exit This feature allows you to backup your Electronic Precinct List /

Poll Book data into a separate backup file, preferably stored on
. . REMOVABLE MEDIA, such as a USB drive ora CD. You

1. Click File should dao this from time to time so you will have an up-to-date
backup that can be restored in the unfortunate event that you
should experience a catastrophic failure with your computer
that results in a total loss of data.

2. Click Backup

Backup File:

d\epb.pbk _E

3. Click this button —I at the end of the path

field
elect a backup image file
Select a backup image fil [
@uv‘_ » Computer » PrivacyZone (F:) » - ‘&, || Search PrivacyZone (F: ol
Organize + Mew folder Bz - @
4 3 Documents i Name ‘ Date modified Type

> rJT Music

ElectionDate 1/4/2012 12:05 PM File folder 4S€|ect the drlve that

[ Select a backup image file &] Says Prlvacyzone
/| Itcould be D, E, or

F depending on the

4 |8 Computer

- @u?| . ¢ Computer » PrivacyZone (F) » ElectionDate v|&f‘| Search ElectionDate el
» & Local Disk (C:) - - -

» s RECOVERY (D) A Organize = Mew folder d= - .@. . .
* wm PrivacyZone (F) | %l RecentPlaces  *  Name ‘ Date modified Type Iaptop. This is the
drive that should be
, €k orl . ‘o items match your search. 1
E = Lbraries i used to save files

3 Documents

Ty throughout the day
me: eph .
=) Pictures and after the polls
Save as type: | Electronic Poll ideos £
e Gecroncrall] @ ve close. Future
) Hide Folders M Computer baCkupS Sh0U|d
& j_“'“;k(c’;n remember the drive
— I'IUECy one : - -
o RECOVERY (R) = ’ you select in this
File name:  epb - Step'
. Save as type: [E\ectro_nlc Pol'\_li.'vook Bag‘kupquag.e File (*.pbk) ']
5. Double|click theTElecuonuate] Tolder




6. Click Save

7. Click Backup

Backup &]
8. After a few seconds, the Backup finished
successfully screen will pop up. Click OK. [l Close

This feature allows you to backup your Electronic Precinct List /

Poll Book data into a separate backup file, preferably stored on
The laptop and EPB software are now ready for REMOVABL E MEDIA, such as a USB drive ora CD_You
voters! should do this from time to time so you will have an up-to-date

backup that can be restored in the unfortunate event that you
should experience a catastrophic failure with your computer
that results in a total loss of data.

Backup File:

F-\ElectionDate\epb_pbk |
QVF Electronic Pall Book

Backup finished successfully.

TTT Youshould see alittle blue light flashing on your flash drive. This lets you
know that data is being saved there. This is a good thing!

After the first successful backup, the path to the backup file will be retained; you will not
need to navigate to your backup file after the first backup. You can close or minimize this
file folder using the tabs in the upper right hand corner of your screen.

If for any reason your computer shuts down during the day, you will have to repeat these
steps to find your PrivacyZone file and do a proper backup.

Take the time to find the PrivacyZone. You do not want to save to the fRecoveryoarea.
Al ways click on fAPrivacy Zoneo on the left ha

IMMEDIATELY NOTIFY THE CLERK OF ANY PROBLEMS!

You are now ready for the opening of the polls!



You MUST be ready to receive and process voters at 7:00 AM. If you are experiencing
problems with your poll book and it is 7:00 AM start processing voters using the old
system of paper books. They are located in your precinct supply case.

DO NOT make voters wait for 15 or 20 minutes while you try and figure it out! Most voters
that appear at 7:00 AM are going to work and are under time restraints. You will have
time later in the day in most cases to work out any issues you may be having.

Main Screen B

¥ QVF Electronic Pollbook

File Edt Reports SysAdmin Help

Election: 1122010 - STATE GEMNERAL - PAW PAYW TOWNSHIP Precinct: 00003
—) Voter Search ' Voter Defails £ ListofVoters
FeLRILAR Y N ‘ * Assigned To Ballct
f Name: MCCALLUM, SCOTT RICHARD DOB: 41261967
This Precinct  Other | Unlisted Address: 37029 HLLSIDE DR Precinct: 00003 C
These voters are located within the selected inner precinctis): PAWWT%? D et a||‘1 gb: PRI /
Gender: M
YEEr NG DB | | poting  Pom |ems | Reg.Date:  1/13/2006 &
Meeallum, Scott Richard 412611967 Location: AW PAW TOWNSHE HAL Eff. Reg. Date: 2/12/2006
| Mecallum, Tina Louise 8/8/1964 114 N. GREMPS ST R
| Mecoy, Keith Allen 112411989 PAVIPAIN MI 45079 Geography L IS t 9] f
o Mccoy, Michael Lee 1073111986
- WMefadcen, Tiffany Kathryn 22511980 If you need to perform an action for this voter, such as issuing or Vo t e r S
o NgT ; JBPI’IH H ﬁe 961 spoiling a ballot, then you must first LOCK THIS VOTER by clicking
B cdeath, Midhae D&ngn 960 this button: Voter ACtlon
o Mckenzie, Nancy Sue 4/511943
o Mckenzie, Tiﬂrriys{ 1212001941 .
B Mckeon, Elizabeth Gladys 81611953 Lock this voter record
| Wclane, Daniel Brian 12/6/1982
| Mclaughlin, Karyn Angela 31111987
Mcloughlin, Michael William 50411970 if you do nof LOCK this vofer, then vou cannot perform any actions for this
B Mcnees, David Frankin Jr THM963 voter, and no changes will be recarded forthis voter
B Meepf, Billie Jo 241511967 Remarks [F4] |
| Mcawf, Brandy 61811985
hcawf, Chuckles Theclown 1811945 VOTING STATUS: Did not wote in precinct
o Mcawf, Eric Wiking 82911948 V S
. 5 oter Status
3 matching voters Total = 0

Backup Overdue!

ai Voter Search - The Voter Search section of the screen is the precinct list. All voters in your precinct
will be listed under This Precinct tab. In addition, access to the lists of other precincts in the jurisdiction
can be found listed in the Other tab. In certain situations, the Unlisted tab is available to add voters not
found in either list.

b i Voter Detailsi The Voter Details section of the screen shows
the top, including the appropriate Ballot Style that should be issued to the voter. In addition, the Geography

button will provide detailed district information for each voter. The middle of the screen is the action box.

Ballots will be assigned and recorded in that section. The bottom of the screen displays voting status flags.

This portion of the screen is important to verify before issuing a voter a ballot.

ci List of Votersi The List of Voters section records the voter
assigned to them in a running list. This section is for reference; use it throughout the day to balance with
the tabulator.

The EPB software contains the voter list for the precinct, records the ballots issued, and creates the List of
Voters for the permanent record of the precinct. With a few clicks, a voter may be verified and assigned a
ballot.

T T 1717 Important Note: 1| f a voter does not wish to have their d
11

should be typed into the EPB software. T T



Issue a ballot T Regular ballot

STATION #1 (Application to Vote)

1. Instruct the voter to complete an Application to Vote; verify that the completed
application contains the following:

V o t eprinfed name (optional)

Vot esignatsire

V ot e wrrérg resident address

V o t eday@msd month of birth

The voter should show Photo ID, verify the photo likeness of the voter. If they
do not have ID, have them sign an Affidavit stating they do not have it
with them (located in the precinct supply case). IF THEY REFUSE TO
SHOW PHOTO ID THEY CANNOT VOTE!

"0 T

2. Offer voting instructions.

STATION #2 (EPB Computer) Make sure the This Precinct TAB is selected (left top).

3. Locate the vot er\otr Seaahdunctios.i A\ptertsdareh may be
performed by entering a voter 6s Searahhwéendowvr dr i v
(top left) or swiping the magnetic stripon t he back of the Michiga
The voterd6s name mus tQVbRrecindt gistl(lefteside) betbrei n t h e
continuing. Complete the following:

Note: Be sure to clear ALL DATA out of the Name Search window before searching
for a new voter. This is done by dbl. clicking in the window or by using your curser to
swipe and highlibDghet ebe data then i

A The voter should show Photo ID, verify the name and photo likeness of the voter.
If they do not have ID, have them sign an Affidavit stating they do not have it with
them (located in the precinct supply case). IF THEY REFUSE TO SHOW
PHOTO ID THEY CANNOT VOTE!

A If a voter is not comfortable having his/her ID swiped, USE THE MANUAL
SEARCH OPTION! If your scanner is not working properly, DO NOT HOLD UP
THE VOTER BY SWIPING HIS/HER ID MULTIPLE TIMES! Again, USE THE
MANUAL SEARCH OPTION!

T Veri fy tdagandmontd ofdisth and current resident address provided
on the Application to Vote to the information displayed in the Voter Details
window (top center). ( Addr ess may vary from driver o6s |
moved.)

19 Ared A?0to the left of a voterods name indica
i nformation regarding t mestbeoeviewed seforpaal i f i c

ballot is issued. Check the Voter Status window (bottom middle) for details.
8



N o , "ELECTION INSPECTOR COMPLETES
4. |Initial the Application to Vote granting approval Voter No Ballol Style
to vote. (POLL BOOK]
Ballot No.
[ AFFIDAVIT -
ON REVERSE ELECTION INSP
COMPLETED ELEIIIQ\ITI%I)RIL@ISE
5. Ifapplicable,( you will need to do this if you have

name) click on Lock this voter record (middle). You cannot continue until the voterd s

name is highlighted and locked. Note: If the voter search is carried out by swiping
themagnetic strip on the back of tshstepis ot er 6 S
skipped.

If you need to perform an action for this voter, such as issuing or
spoiling a ballot, then you must first LOCK THIS VOTER by clicking
this button:

Lock this voter record

Fyvou do not LOCK this voler, than yau cannot perfonm any actions for this

voler, and no changes will be recorded for this voler.
Remarks [F4]

6. From the Voter Action window (middle), click on Regular ballot.

Issue a ballot Other actions

> Regular ballot |

| Spoil a ballot |
Provisional (envelope) ballot |
Challenged ballot | Reject a ballot |
x Unlock this voter without performing any action |

7. Onthe Issue a ballot confirmation screen (pictured below) Enter the ballot number in
the box for the first voter. It will auto advance from this point on for additional voters..
Be sure to constantly check your paper ballot and make sure that the number on the
ballot is the number in the ballot number field on your computer. If it is different, change
the computer to match. Click OK to complete the process.

NOTE: For 99% of ballots issued you
STAY AWAY FROM THE CHALLENGED BALLOT OPTION!!!!




Issue a ballot

You are about to issue a Regular Ballot to:

Mcgyf, Han Solo 211968

This ballot number will be assigned:

—_—) ER oK ¥ Cancel

QVF Electronic Poll Bock [

You just performed the following action:

This confirmation screen will then appear.

Thls IS to be used by you to Check .Iﬁlftllzlﬂ: ISSLIEd a F{Egular BE”Dt
. Yoter: Abedrabbo, Manal F

yourself and to insure that you have the Voter Number: 1

correct voter number and ballot number Ballot Number: 00000001

recorded on the application to vote.

The wvoterds n a#mege aatondticallyaaddded to the List of Voters
window/report (right) which will become part of the Poll Book following the close of the

pols. The | etters AREGO will appear QMUF®redincte | ef t
List window indicating that the voter was issued a reqular ballot.

S QUF Electronic Pollbook [BEE]
Fle Edit View Reports 3ysAdmin Help
Election:  11/2/2010- STATE GENERAL - PAW PAW TOWNSHIP Precinct: 00003
Voter Search Voier Details List of Voters
DLN/Name: M Search Name:  MCQVF,HAN SOLO DOB: I2ANIEE | [
[This Precinct._Other | Unlisted Address: 24207 1ST ST Precinct: 00003 T A e —

PAW PAW M 49079

3 M
These voters are located within the selected inner precinct: Ballot Style: PRI 4
Gender: M
Voter Name DOB 2 Polling  Pem |Terp | Reg. Date: 52411591
| Meqwf, Brandy 6/18/1985 Location: PAW PAW TOWNSHIP HAL Eff. Reg. Date: £/23/1991
Mcawf, Chuckles Theclown 1181945 114 M. GREMPS ST,
| REG Mcavf, Eric Viking /291948 PA PA M1 45079 Geography
: Mcawf, Frankie Valle 12/19/1945
L Meapf, Gary Player 10711965 If you need to perform an action for this voter, such as issuing or
Mcawf, Greg Norman 9/9/1944 spoiling a ballot, then you must first LOCK THIS VOTER by clicking
this button:
| Mcgyf, Jennifer Love 10/M17/1956
| Meawf, Lavrence Arabia 122511961
Mcayf, Lincoln Child 10/7/1983 1
B Megf, Luke Skywalker 31811978 LOCk th Is VOter record
I Wcawf, Melissa Gilbert 101251975
: REG  Mcawf, Penny Lane 1072211991
[ et sortora | e doutLOOK noelr o o carpel o an cfon i
Mcawf, Phyllis Diller 2/31945 !
: Mcqgvf, Roger Doger 2171957
Wicavf, Sherry Berry 873141978 Regular Ballot [00000003] issued at the precinct
: Meat, Suzy G 8281900 VOTING STATUS: Voted in precinct using a regular ballot.
< ¥ 2
122 matching voters Total =3

Backup Overduel

10



9. Record the Ballot # and Voter#o n t h e Appblicaeon tbos/ote and hand the

Application to Vote to the inspector assigned to STATION #3.
(USE THE NEW POP-UP SCREEN TO CHECK YOUR NUMBERS )

ELECTION INSPECTOR COMPLETES |
— Voter No. Ballot Style
{POLL BOOK)
ﬁ Balmt No_
ol T —
N NEVERGL ELECTION INSP
- A COMPLETED INITIALS
QVF Electronic Poll Book [
You just performed the following action:
Actiomn: Issued a Regular Ballot
Yoter Abedrabbo, Manal F
Yater Murmber: 1
Ballot Mumber: 00000001
0K

STATION #3 (Ballot and Secrecy Sleeve)

10. Locate the Ballot # on the Application to Vote. This number must appear in the
upper right hand corner of the ballot that is issued to the voter.

Important! Remember to visually verify that the ballot # assigned matches
the number printed on the ballot before handing the ballot to the voter.

11. Pl ace t he v ot esedrscy dleavVie.| Rager cliprihe Applieation to Vote
onto the Secrecy Sleeve and hand the sleeve to the voter.

All three of these AStationso rmagblebe | ocated

11



Issue a ballot T Provisional (envelope) ballot, Challenged
ballot or Provisional (affidavit) ballot

REMEMBER: If you think a provisional ballot is necessary, always verify this with the
Clerkodés office. We will instruct you what to
and complete the yellow provisional ballot form.

STATION #2 (EPB Computer)

To issue a Provisional (envelope) ballot or Issue a Challenged ballot, click on the
corresponding button in the Voter Action window (middle).

Issue a ballot Other actions
Regular ballot
| Spoil a ballot
—— - Provisional (envelope) ballot ‘
===  (Challenged ballot ‘ Reject a ballot

X Unlock this voter without performing any action |

To issue a Provisional (affidavit) ballot, click on Unlisted (top left).

., O¥F Electronic Pollbook EEX
Ele Edit Reports Sys Admin  Help
Election: 111212010 - STATE GENERAL - PAW PAW TOWHNSHIP Precinct: 00003
Voler Search Voler Delails List of Voters
s I8 [Sean] Name: [
——  This Precinct| Cther || Unlisted Address:
These voters were entered manually:
Yoter Name DOB If you need to perform an action for this voter, such as issuing or

_ spoiling a ballot, then you must first LOCK THIS VOTER by clicking
this button:
Ifyau do nof LOCK this voler, than you cannaf perform any actions for this
voler, and no changes will be recarded for this volsr.

Remarks [F4]
< >
& Mew
0 matching voters Total =0

Backup Overduel

12



Clickon New (| ower | eft) anmameand OB intthe éJnlistedtVeterd s

window and click OK. ( Not e: Entering the voterods addr
Unlisted Yoter E|
Last Mame:

First Mame: |LANGSTON
Middle Marme:  |[JOHN

Suffix
DOB: 11141930

Address: |

|
ES oK X Cancel ‘

The birthdate must be entered in the correct format with the backwards slash marks.

This will enable you to issue a ballot to the voter. Follow the proper procedure of placing
the ballot into a blue Provisional Ballot envelope and returning it to City Hall in the Local
Clerk envelope.

Spoil A Ballot

STATION #2 (EPB Computer)

1. Without removing the voted ballot from the secrecy sleeve, write thewordi Spoi | ed 0 o1
ADefectived across the top of the voted ball
already removed) and ask the voter to place his/her ballot and stub into the special
envel ope | SpobiledaediDefeacdiveofibal | ot s.

2. Locate the vot e rVéoter Semeimfanctiors(iomleft). Highéght the
vot er 0 & the\omeList window (left).

3. If applicable, click on the Lock this voter record (middle). You cannot continue
until t he vighlghted and lockethe i s

4. Click on Spoil a ballot in the Voter Action window (middle).

13



Regular ballot

Issue a ballot Other actions

Spoil a ballot <

<

Provisional (envelope) ballot ‘
Challenged ballot |

Reject a ballot

|

x Unlock this voter without performing any action |

_ Label |

5. Confirm that the ballot number is correct by comparing the one on the screen to the
actual ballot you will be issuing. Click OK on the Spoil a ballot confirmation screen

Spoil a ballot

(middle).

You are about to spoil a ballot for:

Mo, Gary Player

The number of the ballot to be spoiled is:

—_—| | AOK X Cancel

10/7/1965

6. Click OK on the QVF Electronic Poll Book confirmation screen.

OVE Electronic Poll Book

Spoiling of ballot is complete, Please issue a new ballot,

7. Assign a replacement ballot by clicking on Lock this voter record then Regular

ballot in the Voter Action window (middle).

14



Issue a ballot Other actions

Regular ballot

A 4

\ Spoil a ballot

Provisional (envelope) ballot ‘
Challenged ballot \ Reject a ballot

3 Unlock this voter without performing any action |

8. Click OK in the Issue a ballot confirmation screen to complete processing.

Issue a ballot QVF Electronic Poll Book [

You are about to issue a Regular Ballot to: You just performed the following action:

This ballot number will be assigned: Ballot Number: 00000001

%Cancel |

Moy, Gary Flayer 10/7§1965 Action: Issued a Regular Ballot
' Voter: Abedrabbo, Manal F
Yoter Number: 1

.

9. REG will appear next tQVF Rrdatiact visi wirdowo(left) and me
the voterds new bal | otLishof Violbeesrwindow (right). aTphep e a r

new ballot numberandthewo r d A S p alsdappdabin thei Vbter Status window
(bottom center).

10.0n t he v ot Applicatiomto Votei dnaw & line through the first ballot number
and enter the new Ballot #.

11.Hand the corrected Application to Vote to the inspector assigned to Station #3.

STATION #3 (Ballot and Secrecy Sleeve)

12.Locate the replacement Ballot # on the Application to Vote. This number must
appear on the ballot given to the voter.

Important! Remember to visually verify that the new Ballot # recorded on the
Application to Vote matches the number printed on the ballot.

13.P|l ace t h eewWballdt esidé she secrecy sleeve. Paperclip the completed
Application to Vote to the secrecy sleeve and hand the sleeve to the voter.

15
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Other Voter Action Screen Functions

T Correcting Mistakes

. . . . Issue a ballot Other actions
If a voter is selected in error, simply click ‘

Unlock this voter without performing any Regular ballot
action to return to the main screen. |

Spoil a ballot ‘
Provisional (envelope) ballot ‘
Challenged ballot \ Reject a ballot ‘
Voter Remarks

‘ x Unlock this vuterwithoutpeﬁormi@

IMPORTANT! Used to Undo the last transaction. If corrections are needed
involving multiple transactions, it is recommended that your contact the clerk for
assistance.

1T Undo (ottom left)

STATION #2 (EPB Computer)

l. Locate the vot er Yaer Searohefunaiani(topdeft)t Highlight the
vot er 0s n\oteeList winddwlfleft).

2. If applicable, click on the Lock this voter record (middle). You cannot continue until
the voterdés name is highlighted and | ocked.

3. The Undo button will be enabled and will display the last Ballot # that can be undone
or reversed. Click on Undo.

Issue a ballot Other actions

Regular ballot Record an absentee ballot

Spoil a ballot

Challenged ballot Reject a ballot

Frovisional (envelope) ballot ‘

—— | N0 Undo (Issuance of ballot [00000008]) < —

XK Unlock this voter without perfarming any action ‘ Label

16



T

1. When

4. A Confirm screen will verify the action to be undone. Click on Yes.

5. Important! After using the Undo feature, always verify that the next Ballot #
assigned is accurate. You may need to key enter the next sequential Ballot #.

2.

| e

y Undo the Following action: [Issuance of ballot [00000002]]

Voter Search ¢ ¢

performing a

%, 0¥F Electronic Pollbook [ EIET
File Edit Reports SysAdmin  Help
Election: 1122010 - STATE GENERAL - PAW PAW TOWNSHIP Precinct: 00003
Voter Search Voler Details
DLN/Name: [MCQ Search Name:  MCQVF, BEN HOGAN JR DOB:
This Precmct‘ Other Unhated| Address: 708 HAZEN ST Precinct:
p . . PAW PAV M 49079 .
These voters are located outside of the selected inner precinct(s) Ballot Style: PRI
Gender: M
— Polling Perm ]Temp | Reg. Date:
Location:  PAW PAW TOWNSHIP HAL
| Moy, ker 114 N. GREMPS ST
| Meawf, Danald Duck 9/311989 PAW PAVY MI 45075
| hlcaf, Erin Gray 3/211989
L Meapd, Lisa Marie /311974 If you need to perform an action for this voter, such as issuing or
| Meqyf, Marco Polo 10/28/1956 spoiling a ballot, then you must first LOCK THIS VOTER by clicking
this button:
Lock this voter record
IFyau do not LOCK this voler, then vou cannof perfarm any actions for this
voier, and na changes will be recarded for this voter.
Provisional Envelope Ballot [00000003] issued at the precinct
WOTING STATUS: Voted in precinct using a Provisional Envelope ballot.
v
< >

6 matching voters

f the

voter not

voter

scanaat behlgcated fn Thish e

found under

AThi

81911923
00001

117512002

Eff. Reg. Date: 7/31/2010

Geography

Remarks [F4]
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List of Voters
o

Total =4

Ballat
0000000

Backup Overduet

Precinct, click on Other (top left) to see if the voter is registered in a different precinct
within the same jurisdiction.

v astfoeind arsler ©them eefer to the Voter Details window (top/center
of screen) to direct the voter to his or her proper precinct/polling location.

S

Pr

vot

{



3.1 f t he v oit eot fousd undarnther, but the voter insists that a ballot be
issued, contact the clerk for instructions. If authorization to vote is not granted, a

ballot may not be issued. If authorization to vote is granted, click on Unlisted (top
left).

. O¥F Electronic Pollbook

BEE
Ble Edt Vew Reports Sysadmin Help

Election: 114212010 - STATE GENERAL - PAW PAW TOWNSHIP Precinct: 00002

Yoter Search Voter Details

List of Voters
. # Assigned To Ballat [ |
DLN/Name: |M m Name: T Moad Eric Viting 00000007
. . 2 Mogyf Perny Lane 20000002
This Primct ‘ Cther ‘ Unlisted Address: 3 Moot Han Solo 20000003
These voters were entered manually: ]
Yater Name DOB If you need to perform an action for this voter, such as issuing or
b spoiling a ballot, then you must first LOCK THIS VOTER by clicking
this button:
Ifyou do nof LOCK this voler, then you cannal perform any actions for this
vater, ant no changes will ha recordad for this voter.
£ ) 2
& New ,
_Blew | BEo | -
0 matching voters Total=3

—

Backup Overdue!

4. ClickonNew ( | ower | ef t) amdmeamdtDOB in thhUnlisied Yoeer
window and click OK. ( Not e: E n tderess is mot réghired.)v ot er

Unlisted Yoter E|

Last Mame:

FirstMame:  [LANGSTON
Middle MName: | JOHN

Suffix
DOE: 1111930

Address: |

|
S oK | X Cancel |
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1 REMARKS

Any time a correction is made, a remark should be entered. In addition, remarks should be made throughout
the day to document events that happened in the polling place that are significant. Providing this information
aids the Clerk in understanding what took place throughout the day. There are two types of remarks. Be

sure to use the correct type based on the comment you need to make.
T

To enter a General
Remark: oter, then you cannot perform any actions forthis
I be recorded for this voter.

1. Click File (or the General Remarks
General Remarks
button and skip to step
3)

2. Click Remarks

3. Click New

4. Enter Remark, the EPB
automatically records
the date and time of the
entry, however, adding
the time is
recommended as the
EPB is not always
available for remark
entry at the time the
event took place.

5.Click OK
6.Click Close
. . Issue a ballot Other actions
To tie a Remark to a specific voter: : ‘
Regular ballot
Pul | the voterb6s re
. | Spoil a ballot |
softwar e, by typing - | (eelope) balt_|
. . . rovisional (envelope) ballol
into the DLN/Name field, entering — dbp” : | Reject a ballot |
. . . allenge allol
the last name first, click Lock this g
Voter Record and:
1 Click Voter Remarks X Unlock this voter without performing any action |Q/0ter Remarks |
Remarks about the selected voter &J

2. Enter Remark, the EPB
automatically records the Voter
Name, Voter Number, and date
and time of the entry, however,
adding the time is
recommended as the EPB is not
always available for remark
entry at the time the event took
place.

mother states this voter lives out of state now.

FR 0K X Cancel

Click OK
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